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PARAGON SHORTHAND. 


Fifteen years of actual use in the offices of the largest 
corporations and firms, in the service of the United States 
Government, in law and convention reporting, in newspaper 
work and in reporting the most technical matter, by per- 
sons taught by the Author only, either in person or through 
correspondence, removes Paragon Shorthand from the do- 
main of theory, stamps it as a positive success, and was 
the test to which the Author, himself, desired the system 
subjected before he would publish it in book form and place 
it before the English-speaking world. 

Being himself a professional stenographer, a writer of 
all the generally used systems, and through experience ac- 
quainted with the defects of the existing shortnand methods, 
he was thoroughly equipped to produce a system which 
should meet all the requirements of practical work. 

Paragon Shorthand is a radical departure from the 
beaten track in this respect: That, though like all other 
systems of shorthand it employs for its alphabetic charac- 
ters segments of a circle and straight lines, it is constructed 
on the principle that what is required in a practical system 
of shorthand is a complete alphabet of brief signs for sounds 
(so that all words in the language can be written therewith) 
and a simple method of contracting the writing so that the 
utmost brevity can be attained without resorting to hun- 
dreds of expedients and special abbreviations for thousands 
of words, thus giving to the mind the least possible work 
and leaving the hand free to attain the highest speed. 

A comparison of the contents of this book with those 
of any other shorthand text-book will convince any one of 
the fact that Paragon Shorthand is by far the simplest in 
construction of any shorthand system in existence. A re- 
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course to arbitrary means of contracting words is herein 
reduced to the minimum. 

The alphabet is imparted in six lessons; therefore, each 
lesson must be simple indeed. In the seventh lesson is given 
the method of abbreviating, a few simple word signs and 
prefix contractions. This is all there is to the system, and 
yet with it anything and everything in the language can be 
written briefly and legibly, the only requisite to obtain 
speed being practice. 

As far as the Author is able to ascertain, Paragon Short- 
hand is the only system in existence whose every alphabetic 
character is made with but a single stroke or movement of 
the pencil. 

Unlike almost every other system, it has only one sign 
for. any given sound or letter. 

Instead of obtaining sufficient symbols by making 
strokes light and shaded, in Paragon Shorthand the strokes 
are short and long as in ordinary longhand, where half the 
alphabet is composed of short letters and the other half 
long, viz: 


ametee tC Be BMHMH AA BG HMH:5zE ML 


hl Lhe daa ab ei 


The alphabet is so arranged that the most frequently 
occurring sounds are represented by signs which are the 
easiest to execute, and those sounds which happen together 
the oftenest, such as tr, dr, st, sk, sw, skw, etc., are allotted 
signs which make the best joinings. 

In Paragon Shorthand the writing is placed on one posi- 
tion, as in ordinary handwriting, unlike those systems where 
the identical mark has different meanings when placed above 
the line, on the line or across or below the line; in some 





PARAGON SHORTHAND. Vv 


systems as many as five different positions being employed. 


In Paragon Shorthand, when vowels are used they are 
written in the word with the consonants in the order in 
which they occur, unlike the old systems where vowels are 
represented by little dots and dashes disjoined from the con- 
sonants and inserted after the consonants of a word are 
written. 


In Paragon Shorthand, the vowels having distinctive 
signs, initials of names (when they are vowels) can be 
written, which is impossible in the old systems. 


The marvelous simplicity of the Paragon system makes 
it easy of acquisition within a brief space of time by any 
person of average intelligence who can read and write. It, 
therefore, will appeal to the millions, who, not wanting to 
follow shorthand as a profession, still can profitably employ 
a brief system of writing in making their memoranda, re- 
cording incidents and thoughts, reporting lectures, etc. 


To the person desiring to adopt shorthand as a voca- 
tion, Paragon Shorthand is of the utmost value, in that it 
ean be mastered and put to money-making use in a few 
weeks—months sooner than would be possible by any other 
system. Besides, the remarkable ease with which the notes 
ean be read, the facile outlines, the freedom from the per- 
plexities and complications of the old systems, the relatively 
little mental and nervous strain imposed, makes it the most 
practical and most efficient working instrument for the pur- 
pose extant. 


To the progressive schools, whose ambition it is to turn 
out the greatest percentage of proficient stenographers, 
capable of reading their notes, this text-book comes as a 
boon. 


Backed by fifteen years’ demonstration of its utility, 
Paragon Shorthand is submitted as the simplest system in 
existence, the quickest to learn, by far the easiest to read; 
and, as for speed, one’s common sense will enable one to 
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concede the fact that the system: whose writing is all light- 
line, all on one position; which has only one sign for any 
letter—therefore, only one way in which a word can be 
written; which has only about twenty-five simple word signs, 
and where any desired brevity of outline can be obtained 
by the application of its single rule of contraction; must 
be capable of much faster execution than the writing in 
those systems where time is occupied in making heavy 
strokes, in placing the words on different positions (on the 
line, above the line, across or below the line); which have 
several different signs for many sounds, thus making it pos- 
sible to write words in a great variety of ways (thereby 
giving cause for hesitancy in determining the right way) ; 
which have hundreds, in fact thousands of arbitrary word 
signs to burden the memory; and which, when employing 
vowels, must dot them in after the consonants of a word 
are written; and whose multiplicity of rules and exceptions 
all tend to confuse the mind, and, therefore, hamper the 
hand. 


THe AUTHOR. 
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Consonants. 


| B 7K 

,T ES 
/D vy Ch 

ee is Led 
_-~R uP —~ SZ 
_ N ~W 

___M _Y 
) Ne 


Vowels and Diphthongs: 


A E I O U Aw (ah) Oo Oy Ow 
° v O < > Cc g v4 


C is either K or S; viz: Cat (Kat) City (Sity) 
Q is a combination of K and W;; viz: Quire (Kwire) 
X is a combination of K and S: viz: Box (Boks) 


A way for representing the different shades of vowels is pro- 
vided for in the Lessons. 


The above is a complete practical Phonetic Alphabet. 


This alphabet and the method of abbreviating given in Lesson VII 
is all that constitutes Paragon Shorthand. 


When learned, the student is in possession of a system of 
shorthand with which anything and everything in the language can 
be written briefly and legibly. 


ee ae ae Re ee ee eee eee 
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General Directions. 


1. Write with a Faber No. 2 lead pencil. Hold it 
loosely and near the point, and write as light outlines as 
possible. This will be conducive to high speed. 


2. Cultivate a habit of writing small and compactly. 
Make the short letters the size of mere ticks. Thus, the 
distinetion between them and the large letters will be great. 


3. In practicing the alphabetic characters, to more 
readily memorize them, utter their names aloud. 


4, Spell altogether by sound. Do not write silent 
letters. Pronounce the word and then write the sounds 
actually heard. For example, ‘‘knob’’ is pronounced nob; 
‘‘bore’’ is pronounced bor. In speaking the word 
‘¢‘meadow’’ you will hear only medo. 


5. Throughout the entire course some part of the daily 
practice should be devoted to that part of the alphabet 
already learned. In this system all the words in the lan- 
guage are written with the alphabetic characters, and it 
therefore follows that if the alphabet can be written easily 
and quickly, the words which they compose will also be 
written rapidly. 


6. To become a proficient stenographer it is necessary 
to possess a complete mastery of the principles of the 
system. The student is, therefore, urged to become thor- 
oughly familiar with each lesson before proceeding to the 
following one. 


7. In the beginning do not strive for speed. In fact 
no effort to write rapidly should be made until the student 
has mastered the entire system. Accuracy and neatness of 
writing should be the sole aim of the student until he reaches 
that point. 
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FIRST LESSON. 
Lines. F V P B T D L R 
\ x, I | / / oe 





N M 


° 
——————— 


8. L and R are written up, and are made more inclined 
than T and D. N and M are written from left to right. The 
others are written down. There is no exception. 


9. The foregoing constitute all the ‘‘/imes’’ in the system. 


The remaining consonants are represented by curved strokes 
and are given in the Sixth Lesson. 


10. Practice as follows and continue until memorized: 


PB, | ‘| ‘| | | | i{ ital al 
ip Te ae ae et ae a a 


NM — 


——r — a= —_ — ae 


11. After the foregoing are thoroughly memorized copy 
the following, writing not less than one line of each: 
Ft Fl Fd Fr Pt Pi Bd_ Br 


yo — J va 


Nt Ml 


7 ——/ 


12. “E’’ is a very small circle. 
‘‘O”’ is a large circle. oO 
13. When at the beginning or end of ‘‘lines” the circle is 


written on the /e/# side of the upright strokes, and above N 
and M. viz.: 


NO Pee ee ST ee 
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14. When detween two “lines” written in one and the same 
direction, the circle goes to the left side of the upright strokes 
and above N and M, viz: 


Fever People Pope Debt Lower Known 


Vr tb 4 x oT ow 


15. When between two “lines’’ not written in one and the 
same direction (therefore forming an angle), turn the circle owé- 
side the angle, viz: 


Deaf Feet Fear Pot Pole Meat Meal Dream 
>» — v2) a& —73 yy 


16. The small circle represents the sounds of ¢, as heard in 
feet and fed; also the short sound of ¢ and y, as heard in pity. 


In practical work, where isolated words are seldom written, 
there will rarely be any difficulty in correctly reading words con- 
taining the small circle, as the context will almost invariably de- 
termine the shade of the vowel. 


However, if desired, the student may indicate the long sound 
of e by placing a small dash or tick near it; and the short sound of 
$ and y may be indicated by placing near the small circle a dot, 


viz.: Feet Fit Ream Rim 


> >» an 


17. The large circle represents the sounds of 0, as heard in 
dote, dot, Though unnecessary in practical work, the long sound 
may be distinguished by placing a small dash near the circle, viz: 


Boat iG: 


18. So as to become familiar with the application of the 
foregoing rules for combining the circles with the consonants, 
copy carefully and neatly the examples given below. Having 
done this, ‘cover the printed key and endeavor to read the short- 
hand forms. 
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Examples. 
Eat Ebb Owed Tea Dough Own Knee 


y | Po ¢«¢ LC @ 


Tone Neat Modern Noble Elope Meat 
oa S bo eP —+ 


Model g t Beam L Bled Middle 
Velvet Pepper Bonnet Reed 


i drt 


Poultry ee, Trim Lily - Little 


ao 


ye 


Writing Exercise.. 


19. Copy in longhand the following list of words, writing 
each word at the beginning of a line. Write next to each word 
the shorthand representation thereof. After the entire list has 
been written in shorthand, examine same carefully so as to dis- 
cover and correct any errors that may have been committed. 
Then practice each word to the end of the line. 


If Fee Evil Ever Fever Fib Feet Feed Fiddle Feel Fear 
Fin Folly Volley Over Foe Fop Fob Four Foam _ Pivot 
Peep People Pape Pebble Pet Pot Peddle Peel Pelt Pole 
Poultry Pier ‘Pore Pen Ponder Pimple Pomp Beer Bin Bib 
Bob Bet Boat Bell Bowl Bond Bore Bolt Bold Tip Top 
Tot Tell Toll Ten Tone Team Tome Dove Deep Debt 
Dot Deal Doll Dear Door Den Done Deem Dome Left Leave 
Level Loaf Leaf Letter Leap Love Let Lot Lead Load Lily 
Lol! Lean Loaf Limb Reef Rivet Reveal Rover Reap Rope 
Rib Rob Wrote Read Rode Riddle Real Roll Rear Roar Rent 
Roam Ream Never Nip Novel Knob Net Note Need Nod 
Kneel Near Nor Known Nimble Mop Met Metal Mottle 
Meda! Meadow Mode Meal Molten Mere More Mean Moan 
Member Flip Flit Filed Floor Fret Freed ‘Freer Frill 
Friend From Pleat Plead Implore Plenty Bolt Blend 
Blonde Brief Brevity Bread Pretty Bid Trip Treat Trod 
Trill Dreaty Drone Dream, 
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SECOND: LESSON. 
A U 


> Cc 





20. When A and U occur between two ‘‘lines’’, 


A is represented by a small hook at the end of the first 
stroke, viz; 


Bad Bare Bale Ban Fate Fail Fan Dave Dale 


DERE S OLE 


Rave Rate Rain Map Mail Brain 


Uis represented by a small hook at the beginning of the second 
stroke, viz: 


Bud Burr’ Bull Bun Foot. Full Fun Dull 


Rough Rut Run Mute Mule Brunt 


21. The student will observe from the foregoing examples 
that the hook, whether for A or U, Always opens or faces 
snssde angles. 


22. When between two upright “lines” written in one and 
the same direction, the hook must always be turned forward— 
to the right; when between the horizontals, it is turned 
downward or below, viz: 


Favor Babble Date Rail Name Bubble 
Duty Rule Nun 
i ae a <n 


TP aN 
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23. When the hook for “A” is made broad, it represents 
the broad sound of ‘‘A,’’ ‘‘aw,’’ and the sound ‘‘ah,’’as heard in 


Fall Ball Farm 


yr Fb 


24, Broad *'U"’ represents the sound “‘oo”’ as heard in 


Brood Food Boot Root 


L7 L 7 


Examples. 


Maul Fruit Proof Prune Brute 


ae (ye 


Moon Noon Mood 


-o e arg 


20. Though unnecessary in practical note-taking, you may 
indicate the long sound of a4 and # by writing a short dash or 
tick near the hook, viz: , 


Fat Fate Mull Mule 


A ~ ae. ee 


26. When no vowel occurs between two lines written in the 
same direction, a tick may be employed to indicate the separa- 
tion, viz: 


Purely (Pur-le) ~~ However this is rarely necessary in 
practical work. 
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Writing Exercise. 


Favor Fable Fate Foot Fade Fatal Futile Future Fail 
Full Fare Farm Fur Fan Infant Fun Fame Fume Vapid 
Vat Vale Valley Vulture Van Puff Pave Pap Pup Puppy 
Pupil Pat Put Patter Pad Paddle Puddle Pail Pull 
Paltry Pulp Pulpit Pare Part Pure Purple Purity Purely 
Pander Pant Panel Pun Pamper Pump Baffle. Buff Rebutf 
Babble Bubble Bat Battle Batter But Butter Button Bud 
Bad Bale Bull Bare Burr Barber Barter Barn Burn Taffy 
Tough Tap Table Tub ‘Tattle Tutor Tale Tally Tar 
Tart Turtle Turbid Turn Turf. Tan Tame Tamper 
Tumble Tumult Dabble Dub Date Duty Dad Dull Dare 
Dart Endure Damp Dump Laugh Lap Late Lately Later 
Latent Lute Flute Lad CLadder Fiail MPlurry Lard Lurid 
Lane Lame Lamp Lump Lumber Raft Rough Rave Ruffle 
Rap Wrapper Rabbit Rabid Rubber Rate Raid Rudder Rail 
Rule Ran Run Rain Ram Ramble Rum Rumble Enough 
Navy Nap Neighbor Native Nut Nail Null Name Muff 
Map Maple Mat Mute Matter Mutter Mad Mud Muddle 
Mail Malt Mule Mare Mart Marble Man Mandate Mantle 
Manner Money Flavor Fluffy Flap Flute Flail lame 
Prattle Praver Brave Bran Bramble Plate Player Plan 
Plum Bluff Blood Blur Blunt Blame Trap Trouble Trait 
Trail Train Trump Drab Drain Dram Drum. 

Fall Brood Ball Tall Maul Fruit Proof Prune Brute 
Bloom Room Moon Noon. 


Reading Exercise. 
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THIRD LESSON. 
27, When A and U begin and end ‘‘lines,"’ 





A is a. small hook to the left of upright ‘‘lines,” and above 
N and M. 


U is a small hook to the right of upright ‘‘lines,"’ and below 
N and M. 


Rf Yee es 


Examples. . 
Aft Affair Avail Few Review Up Renew 


5 wa Ww KH pe 


\ 


Die Pew Allay Array May Repay 


Ef Be ae A 


Obey Able Under ~~ Art Ray Raw 


¢ L ££ oe 2 5 


Awful Pray Adder Adam Adieu 


Writing Exercise. 


Aft Afar Affable Avail Aver Ape Pay Apple April 
Apt Repay Up Pew Upon Bay Obey Ate Utter Add Day 
Adder Adept fail Alto Alarm Alone Wit Allay Array Air 
Art Arbor Ardor Arm Ural Urn Europe Anvil Anna Aunt 


And Annual Animal Unto Under Ample Humble Amber 
May Mew. 
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FOURTH LESSON. 


I uv 


28. The long sound of I and of Y, as heard in Pie. Idle, By, 
is represented by a small half-circle. 


29. When! is the first letter in the word, the concave or 
inside of the half-circle must face aw2y from the stroke, viz: 


oe se 


30. When it is the last letter in the word, the concave side 
must face away from the end of the word, viz: 


a t @ 7s we 


31, When it occurs defween two strokes forming an angle, 
the concave side must face the way the angle points, viz: 


Dive Fight Life File Dine Rhyme Bite Ride 


> ~a wh ~ 1 4 


32, When it occurs between twoupright strokes written in 
one and the same direction, the concave side faces to the left. 
When between two horizontals, it faces up, viz: 


Fife Pipe Tight Rile Nine Ninety 
bs P A een —- m4 


33. The student is reminded that the shor/ sound of I and 
Y is represented by the small circle. The sign given in this 
lesson must sever be used for the sounds of I and Y as heard in 
Pity, Bit Met. 





Writing Exercise. 


Ivy Idle Isle Ire Fie Vie Pie By Untie Tie Die Nigh My 
Fife Five Fibre File Fire Fine Viper Invite Vial Vine Pipe 
Pile Pyre Pine Biped Bible Bite Abide Bile Buyer Bind 
Type Tight Tide Tile Tire Tiney Time Dive Indite Died 
Dial Dire Dine Dime Life Alive Library Light Lied Lyre 
Line Lime Rife Arrive Ripe Right Ride Deride Rile Rhyne 
Rhyme Knife Night Nile Mile Mine Might Mire Flight 
Fright Fried Plight Private Pride Prime Blight Blind 
Bride. Brier Bright Brine Trifle Tripe Tribe Trite Tried 
Trial Drive Dried Dryer. 
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FIFTH LESSON. 


Oy Ow 

34. The sound ‘oy,’’ as heard in Boy, Oil, and the sound 
“Ow,” as heard in Bow, Plough, Out, are represented as follows: 

By a small and Jarge circle written opposite to where K and 
O would be placed; viz: 

35. Beginning and ending ‘lines To the right, and below 
Between two ‘‘lines’’in one direction N and M 

Vow Boy Bough Toy Out Now Oil 


‘o b $ PP 0 oo 
















Doubt Royal Trowel Noun Lawyer 


36. Between two Lines not in the same direction. 
The circle for Oy or Ow is joined to the first stroke so as 
not to cross it: It resembles *‘A” in the respect that it is 
traced in the direction of the following letter; viz: 











Proud Down Found Roucd 


fm b- o 2 


32. As in the case of ‘tround,” for tbe sake of easy execu- 

tion, the ow may be made as a loop. 
Writing Exercise. 

Out Oil Ow! Our Envoy Vow Boy Bow Bound About Toy 
Now Annoy Foible Foil Fowl Found Pout Powder Power 
Point Bound Bowed Boil Bower Rebound Bounty Toil Towel 
Tower Town Doubt Dower Loiter Loud Loyal Loin Adroit 
Route Rowdy Royal Round Noun Turmoil Mound Frown 
Proud Broil! Brown Trout Trowel Drown. 


i Bower Boil Turmoil 

















It is as important to be able to read shorthand as to write it. 
After having written an exercise, cover the longhand key and 
read the shorthand. From day today read sume of thre short- 
hand written several days before. You will avte an increased 
facility in reading your writing. 
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SIXTH LESSON. 





“Curves” 
H Sh Th K G Ch J SZ W Y Ng 


j&\ Sees & ae 


Pronounced 
Hay Ih sith Kay Gay Tehay Say, iss Zee Wav Yori 


38 Hay. Ish, Ith are inclined like the letter V \ 
and are written down. 

39, Kay, Gay. Tchay and Jay are usually written up, 
baving the slant of R (See Paragraph 55) 

40. Ess or Zee, Way and Yea are written from left to right. 

41. Ing is a perpendicular, and is written down. 

42. Ish represents the sound of sh, as heard in ship, motion 
(moshun). 

43. Ith represents the sound of th, as heard in think, 
though. 

44. Gay is employed fur the hard sound of G only, as heard 
in God. bag 

45. Tchay represents the sound of ch or tch. as heard in 
chip. match 

46. J represents the sound of J as heard in July, Badge 
(bay) Page (paj) Gem (jem). 

47 Sand Z. Noambiguity will result from the employment 
of one sign for Sand Z. City would not be read Zséy nor 
would Zero be read Cero 

48. Ing represents the soung of ng, as heard in Wrong, 
English, Ink (ingk). Anxious (angkshus). 

49. In Phonography (sound- writing), there are no alphabetic 
characters for C. Q and X. because: 


C can be represented by either K or S, viz: Cat (kat) City 
(sity). 
is a combination of k and w, viz Queen (kwen), Quire 
(kwir), Squeal (skwe)). 

X is a combination of k and s, viz: Ox (oks), Box (boks). 


50. Practice the curved consonants the same as you did the 
‘‘Lines”. until-they are thoroughly memorized. 
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51. Beginning and Ending Curves: 
(2) A. Eand O are written inside the curve; viz: 
They Ache Say Weigh 
y c 
Key Each 
re ov 


(6) U, Oy and Ow are written outside the curve; viz: 
Youth Cue Us Sue Chew 


Pom av aw) 


Oyster Thou 


on 


o2. ‘‘I"' is written as hitherto taught, with the concave 
side of the half-circle facing away from the beginning or end 
of the word, as the case may be; viz: 

Ice Sigh Thy Guy 
z < a i 


53. The rules for writing the vowels, and diphthongs ay 
and ow. when they occur between two ‘‘Lines,’’ also apply when 
they occur between any two “Curves,” or a Line and a Curve, 
Viz; 


Hale Hull Shade Share Shed Sheer 


YW 
Shout Shower Jim ‘Join July 


a er ee 
Hang Shingle Came Gun Guide Wing 
a | Af 
Throng Kill Gore Gold Cheer Batch 
Hatch Match Box Fox Sauce Wander 
/ : ov Oo” 
Sane Wonder Sale Sought 
o yy a SS 
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54. K and G are written down when before L, R, W, N 
and M, and when after L, R and §S, also in the words Seek, Sick, 
Soak, Soggy, Cigar, Cigarette, viz: 


Acme Ignore Clear Clean Gloom Glide 
oo SF we E G 
Queen (kwen) Quail Ouick Sky Squanden 


Fa~- ws or ar 8 yy 


Lignite Scream Scroll Ark Milk Seek 


Soak Cigar Skill Scale Gwendolin Squeal Square 


rr Se ew ee 


55. Ch and J are written down when preceded by N, viz: 
Enjoy Fringe Injure ogee Enchant 


a7 z 


56. In words like when, while. where, omit the 4 for the 
sake of brevity. viz: Pe rw 


57, When the hook for A or U occurs between two curves 
going inoneand the same direction, write the book inside the 
curve to which it belongs, viz. 


Was Jag Jug Cage Chuckle 


58. When E or Ooccurs between two curves running in one 
and the same direction, turn it inside the first curve, viz: 


Coach Jig — West 
ro” = ee 
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Writing Exercise. 


Hay Aha Ash She Show Had Hail Harp Ham Hum 
Hymn Shade Shed Shoddy Share Sharp Shame Shine Ship 
Bush Push Thief Thought Thine Then Thick These Those 
Thus Thousand Cuff Cave Cover_Keep Quote Cat Cut Kite 
Code Kill Coal Cold Call Cull Core Car Cart Cur Curve 
Kind Cone Can Came Calm Cash Kick Cake Keg Coach 
Cows Catch Kiss Cost Cast Gave Govern Gap Get Got 
Gate Giddy Guide Gill Goal Gold Gale Gull Gear Gore Gone 
Gain Gun Game Gum Gimlet Gash ‘Gush Gather Gag 
Gauge Guess Gas Gust Chief Chaff Chip Cheat Chap Chat 
Chide Child Cheer Chair Churn Churl Chain Check Chuckle 
Cheese Chase Choice Jiffy Jove Japan Jib Job Jobber Jot Joe 
Jolt Jar Jolly Jury Jeer July Jane Join Jim Jumble Josh 
Jack Joke Jig Jug Jest Just Joist Swift Soft Sofa Safe Syphon 
Sap Supper Soap Set Settle Sat Suit Said Sadden Sad Side 
Sell Sole Sale Sulphur Sardine Surface Sire Seen Sand Soon 
Sign Same Sash Seethe Southern Seek Sack Suck Segar Sag 
Satchel Siege Scene Saucy Wafer Wife Wave Weep 
Wipe Wet Wait White Woo Wade Wide Wood Wail Wool While 
Where Wore Ware Wire When Wan Wash Wither Weck 
Awoke Wake Watch Wedge Waste Yet Yellow Yore Yonder 
Shrivel Shrove Shred Shrewd Shrill Shrimp Shriek Thrift 
Thrive Thrill Thresh Thrust Throw Threw Cliff Cleave Clove 
Clip Club Cold Clear Clean Claw Clash Click Close Craft Creep 
Crop Crib Creek Croak Crease Cross Crust Crew Glove Glad 
Gleam Gloom Glum Gloss Glee Glue Grief Gruff Grave Grip 
Grope Gripe Grub Great Greed Grime Grease Grass Slave 
Slap Slim Slay Slow Fish Fresh Batch Trash Dash Flesh 
Rush Breath Doth Drouth Wrath Mother Fake Fleck Flock 
Frock Knock Meek Make Fig Fag Peach Patch Batch Page 
Badge Budge Feast Vase Vice Voice Pass Price Boast Bust 
Breast Toast Dress Last Rest Split Spit Spat Spike Strife 
Streak Street Stripe Stray Straw Strew Smile Smear Smack 
Skip Skiff Skill Scale Scream Scroll Sweep Swift Swap 
Swim Twenty Dwell Dwarf Dwindle Equip Quip Quality 
Queer Queen Quantity Quick Quest Request Square Squander 

inger Ring Throng Among Linger Strong Strung Swing 
Spring Hang Shingle. 
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SEVENTH LESSON. 


Some words occur so frequently that it is desirable to repre- 
sent them in the briefest way possible. Each alphabetic 
character can be employed to stand for one or more words of 
which it happens tobea prominent sound. ‘These are designated 
‘‘Word Signs.'’ The following list, though small, is so well 
selected that it represents from one-third to one-half of the 
words found in any article or speech. They must be thoroughly 
committed to memory, until they can be repeated aloud with a 
degree of speed. 


Word Signs. 


For If He Him How 


XK 
Of Have Very NS Sball Sure Wish 


Put Party Particular Think Them Thank 


By Be Been \) That (short ‘‘ith’’) 
To lt 7 Can Come 
/ Do Had /~ Go Give -n Good God 
- Will Well 7 Which Much 
— Are Or 7 Just Judge 
— No Not In ~ So Such Is 
—— Me More Most What We Would 
A, An “yo-~ Your -s Yes 
I <& Who Whose 
You c— Whom 


Tke (a dct) ) Thing Long 
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Phrasing. 

By ‘'Phrasing’’ is meant the writing of two or more words 
together, by which means speed is gained. Onlv such words 
should be joined which seem to have a natural connection when 
speaking them. 

The examples which are given below are no? to be memorized. 
They should be copied and not less than three lines of each 


written. 


y Fora 
\ Have ae 
/ Toa 

é Toyou 
- Ina 


— Know you 


Nc You have 


J Hada 


_ 4 Do you, Had you 


— You will 


a You are 
y If you will 


4 If you will be 


7 I will be 

7; I will do 
= lam 
2»—> Tama 


\ I have 
ae have your 


J You will be 

uA You will do 

f Do you know 
Do you think 


f How do you do 
™ How have you been. 


1 am sure 
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\ Have you been ~ Iam sure you will be 









— ; vA Do not 





To be or not to be 2. You cannot 








z. To know ” I think 





4 It will be ue I think you are 
y There may be WW think that there 


7 You have been we He is 






\ He can | T have been 






In Phrasing, All may be represented by the “Aw'' book, 
which, as taught in Lesson II, is a broad A; viz: 









S For all- J By all o/ Toall 
\ Of all U Atall > Inall 


“Our” may be represented by the ‘‘ow'' circle; viz: 







‘oO For our By our ‘6 To our 


‘Yo Of our & At our Q,, On our 


In Phrasing, “the,’’ by being lengthened toa tick, may be 
added to a preceding word. The tick is slanted like a “t,”’ 
except when after a ‘‘t’’ or “d,’’ when it is slanted like ‘‘f;” 
viz: 

For the By the In the On the 

S Q, 


rd 










To the At the Do the Shall the 
v4 Z 
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Rule of Contraction. 


Abbreviate as in longhand; that is, write only the important 
sounds of a word, which-are usually the first sounds, and omit 
the rest. 

By applying this rule, almost any degree of brevity can be 
obtained. Naturally, as the student becomes accustomed to 
reading abbreviated writing he will contract words to a greater 
extent than at first. 

This rule dispenses with the necessity of committing to 
memory thousands of arbitrary word-signs, which students of 
other systems are compelled to do. 

The application of this rule makes it unnecessary to provide 
special signs for many suffixes, as will be noted below: 


Ted. Ded, may be represented by a long “d;”’ viz; 
Loaded Repeated Mended 


¥. 


Full, By ‘‘f;"’ viz: Hopeful Joyful Awful 
ip “* \ 

Ness. By ‘‘n;”’ viz: Goodness - Fullness 
YO 


Ment. By ‘'m;’’ viz’ Ferment Judgment Payment 


YW ae 1 peed 


Less. By ‘‘].°° viz: Hopeless Artless Useless 


ve ae 


-Tion. Tious. By ‘'sh;” viz: Nation Motion Ocean 
Nes C 


Passion Auction Gracious 


Se 
Able. Ible. By ‘*b;"* viz: 


Desirable Endurable Sociable Notable Preferable Possible 


‘al Oe 
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Ing. This suffix is represented by a dot written immediately 
following the preceding part of the word? viz: 
Reading Writing Rowing Snare Saying 


woe 


Ings, is represented by an ‘'s’’ written across the end of the 
preceding part of the word; viz: 


Writings Doings Sayings 
we 


Prefixes. 


Supplemental to the Rule of Contraction, it is found desirable 
to represent a few of the most frequently occurring prefixes in 
some brief manner. 


Con. Com. Cum. Cof. 

When the first word in a sentence begins with the prefix 
con, com, cum or cog, represent the same by a dot and write 
the remainder of the word immediately following it; viz: 
‘“‘Contrive to be good:"’ “Commit nocrime.” ‘‘Combat wrong.” 


ars, - — A 


Where the word beginning with con, com, cum, cog, is 
preceded by another word, omit the dot and write the re- 
mainder of the word close to the preceding word. The prox- 
imity will s#dicate to the writer the omission of the prefix; viz: 


9 


‘He isa competent stenographer. 
Where another syllable precedes con, com, cum, cog, write 


that syllable, omit the con com, cum or cog, and place the 
remainder of the word céose to the preceding syllable; viz 


“Brown went to Congress. ” 


\- Inconvenient va Accommodate 
Tt Incomplete Af Reconsider 


=“Uncontrolled — — Recognition 


oe Accomplish —~* Recognize 
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Dis. Des. Omit the vowel; viz: 


Ls Display L Distress 
ls. Descend ce Disclose 


Ex. (eks) Omit the ‘“k” 


7 Exceed en Extreme 
ey” Extract eo—— Examine 
“7 Expert eS Exact 


Magni. Magne. Magnan. Represent this prefix by ‘‘m,” and 
write the remainder of the word across it; viz: 


Magnify Magnitude Magnanimous 
== ar Sev 


Self. Represent by ‘'s,’’ and write the remainder of the 


word across it; viz: 


Selfiish Self-esteem Self-reliant Self-imposed Self-made 


Trans. Write ‘‘tr,’’ for trans, and place the remainder of 
the word across it; viz; 


“ Transmit ee Transpose. 
Lt Transgress z< Transact 


s~ > Transmute ras Transpire ; 


Enter. Inter. Represent same by ‘‘n,’’ and write the remainder 
of the word across it; viz: 


t Entertain 7 Interdependent 


& = Interpose FS International 
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When the short sound of e, i or u, as in “‘ses,’’ ‘‘sis,’’ ‘‘sus,” 
occurs between a double long letter, omit the vowel and make 
the stroke double length; viz: 


Vivid Bubble Did Member Excess’ Inconsistent 


SLFZ ¥o 


Sister Suspend Vases Recess Process 


31 Yee ete “pe 


An abbreviated word and a word-sign may be joined to 
form another word: viz: 


Herein (here, in) Hereto 
- Y 
When two vowels occur together, the more prominent of the 
two is written; the other is usually omitted; viz: 


Deity Dial Royal - 


Pi VA et 


In some words, where both vowels are distinctly pronounced, 
they are both written; viz; Aeolian Leo Ohio Iota 


Oo © Qn ¥ 


To indicate the two vowels in Bias, Liable, Sience, ¢@ may 
be inserted in the I; viz: ai Taw, 


A vowel may be omitted where its use would cause an awk- 
ward Joining; viz: 


Suppose Submit Book Took 
wb a ee L br 
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Copy, and write not less than three lines of each of the 
following 


Examples, 


1 Able % Affect 
\ After | \- Average 


\. Afternoon ‘a Anxious (angshus) 
Ba ana — Another 

oe Afterthought - a America 

“> Afterward ee Advantage 


2? Altogether Advertise 


—) Although 


Advertisement 


=< Almost Between 


—~—o Any But 


Cy ~=6 Always Become 


oc Acknowledge Because 


( Acquaintance Bank 


A 
he 
@ Also i Advertiser 
} 
| 
| 
p 
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|. Book 

|? Broker 
| Balance 
Different 


Difficult 


MN AG 


Deliver 
\. Here 
Hereto 


Hereafter 


¥ 

re Heretofore 
\s 

La 


Herein 
“se Herewith 
6 Glad 
4 Obtain 
\> Hopeless 


re With 


SHORTHAND. 


re Within 
2, Notwithstanding 
“insure 
rt Procure 
> Himself 
Oo Ourselves 
ce ae Themselves 
Z— Utmost 
f° Utterly 


Moreover 


aa 

—-,> Maintain 
‘p— Hopelessness 
. Happiness 
~y 


Inasmuch. 


—\~ Insofaras 


7 Recei pt 
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es Reply 
ae Represent 
LE Report 


= Internal 
va Introduce 


\ Intervene 


-—> Money 


——» Many 
->~~ Enterprise 
@ Entertain 
Interrupt 
ye Jntercede 
- One 


rd Once 


> short 
Ls Shorthand 


4. To-hand 
Lr Please-send 
“Nothing 
7 Under 


<““@ Understand 


Plausible 
. Feasible 


My Valuable 
ii F.O. B. (free on board) 


va C. O.D., (collect on dalivery) 


2 England 


de Einglish 


ca Neighborhood 


<— United States 


ZL: Dear Sir 


——~- Your letter 
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Modest: 


ee Inmmodest 


ae es Redeemable 


Pe ee Irredeemable 


—+> Yours truly 


—~"Y ours respectfully 
—~\ Relevant 
~~ \ Irrelevant 


<“~z Understood 


ngs Undervalue 
F Undertake 
=~ Underwrite 

7 \ Rational 

o— \_ Irrational 


—ZyZ— Material 


=o Immaterial 


“2? Mature 


“p> Immature 


a Refutable 
o-& Irrefutable 


ria Indifferent 
i Indefinite 


ae ad Merchandise 
—< Liquidation 
L- Practical 
~~ Strange 
s Length 
— © References 
Be pets 
en 
ee Rees 
seo testing, 
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Punctuation. 


All the ordinary punctuation marks may be employed, except 
the period, to represent which a stroke 1s drawn across the 


line. 
Special Abbreviations. 


The Stenographer will be able to make special abbreviations 
for words, names, terms or phrases frequently occurring in his 
own work. 


For example, the Law Stenographer would adopt wv for 


plaintiff, od for defendant, - for wetness, -~_,°for 


“what ts your name,” re tor “where do you reside,” 


i ‘*how long have you lived there.’’ 


HOW TO PRACTICE FOR SPEED. 


Having mastered the foregoing lessons, the student is 
in possession of a system of shorthand wherewith can be 
written anything and everything in the language, briefly 
and legibly. If he has faithfully followed the directions 
given, if he has actually written and repeatedly practiced 
the examples, he is now able to drill for speed. 


For reasons stated in the Preface, a given amount 
of practice will produce a higher speed in Paragon short- 
hand than is possible with any other system. 


If the student will carefully observe the following in- 
structions, and will pursue the plan outlined, he will soon 
be able to write from dictation fast enough to do practical 
work. Pupils of the author have written at the end of 
their first month’s instruction from sixty to eighty words 
a minute on new matter, and from one-hundred to one-hun- 
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dred and fifty words a minute on matter familiar to them 
by reason of same having been previously practiced. 

Remember that Speed is the outcome of thorough 
familiarity with the principles of the system and actual 
application of the same. 

a. Always hold the pencil very loosely. In writing 
let the mere weight of the pencil make the mark. Do not 
bear on it. Use the Faber No. 2. 

b. Make small outlines and write close together. 
Spreading out the writing so that but few words are written 
on a line, consumes time. 

-¢@. Copy the shorthand of the first letter neatly. 


d. Then practice for speed by drilling on but one 
word or ‘‘phrase’’ at a time. Speak the word, or ‘‘ phrase,’’ 
aloud, repeating it faster and faster as you proceed, while 
at the same time endeavoring to keep up with the pencil. 
When you are able to write the word, or ‘‘phrase,’’ as fast 
as you can utter it, follow the same method with the next, 
and so on until you have completed the letter. Then write the 
letter from beginning to end from some one else’s reading. 
The reader can time your speed by the second-hand of a 
watch, and the letter should be thus read to you many 
times, until you can write it at a speed of one-hundred words 
a minute. (The figures in parenthesis are not to be read, 
and are inserted to enable the dictator to ascertain the 
speed at which the stenographer writes. Every tenth word 
is numbered) . 

Then practice on the second letter in the same manner. 
By the time you will have drilled on twenty-five letters, you 
may venture to take a dictation on matter not previously 
practiced. 

The Word Signs should be recited daily. 


READING 


and 


WRITING 
EXERCISES 


Neus)? 
it 
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1 
Dear Sir: 

Your letter of the 8th to hand and (1) noted. We are 
glad to be able to quote you (2) a lower price on fresh 
ham. Please refer to our (3) last price list and make the 
change; reduce the figures (4) 10 per cent. 

We think you will be very well satisfied (5) with our 
new soap which we will soon place on (6) the market. If 
you desire us to ship you a (7) quantity of it, we will do 
sae Please let us (8) hear from you by return mail, and 
oblige, 

Yours respectfully, (9) 90 words. 


2 
Dear Sir: 

We are in receipt of your favor of (1) the 7th inst., 
and note same carefully. 

Referring to your (2) inquiry concerning the last ship- 
ment we made you, we will (3) state that, owing to our 
having recently made severat changes (4) ‘in our clerical 
force, we did not get the goods (5) off as fast as is our 
usual custom. 

In the (6) future, however, all orders will be attended 
to promptly. 

We (7) beg to quote you prime butter at twenty cents 
per (8) pound, in carload lots. 

Awaiting the pleasure of your (9) further orders, we 


are, 


Yours truly, 96 words. 
3 


Gentlemen: 
Your letter of the 6th to hand and contents (1) noted. 
Replying to same we beg to state that we (2) are so 
loaded up with orders that we cannot at (3) present under- 
take to supply any further quantity of Olive Soap. (4). 
However, a8 soon as we are in a position to (5) accept 
further orders, we will inform you to that effect. (6). 
Trusting this will not inconvenience you, we are, 
Very truly (7) yours, 71 words. 


4 
Dear Sir: 

Referring to your recent favor of the 7th, (1) con- 
cerning an order we sent you, we beg to state (2) that if 
you are unable to fill same at once, (3) we will be com- 
pelled to cancel it, as we are (4) in'need of the goods for 
immediate use. 

Please reply (5) to this letter at your earliest con- 
venience, and oblige, 

Yours (6) truly, 61 words. 


5 
Dear Sir: 

If you will be in the city next (1) week, will you 
please call at our office, as we (2) are anxious to see you 
concerning the last shipment of (3) sugar you made us. 
There is a_ deficiency in weight, (4) averaging twenty 
pounds to the barrel. 

Awaiting your reply, we (5) are, 

Yours truly, 53 words. 
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2 
LAAN yw OT Oe 
a ret l~ s 
ete RVR eCopt YaxaVig | 
720m °°? APE @ KN NOL A 
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6 
Dear Sirs: 

I am in receipt of (1) your letter of the 2nd inst. I 
will be in (2) your city in a few days and will be pleased 
to call on (3) you. There seems to be some mistake in 
the matter (4) of a loss in weight of twenty pounds per 
barrel. (5). I cannot account for the loss In any way. 
However, (6) I trust the matter can be adjusted when I 
am (7) in New Orleans. 

. Yours truly, 75 words. 


7 
Dear Sir: 
If you are in need of a further (1) quantity of corn, 
we will be able to fill your (2) requirements at a reduced 
gure. 
We also can quote you (3) a lower price on oats. 
We are able to obtain (4) a reduced freight rate to 


your city. 
Please let us (5) hear from you, and oblige, 
Yours truly, 57 words. 
8 
Dear Sir: 


Your letter of the 9th inst. to hand and (1) contents 
noted. 

We will ship you the goods ordered therein (2) in the 
course of a few days. 

We will shortly (3) place on the market a new brand 
of ails Powder, (4) and will be glad to make you a ship- 
ment. 

Yours (5) truly, 51 words. 


9 
Dear Sir: 

Your favor of the 7th to hand (1) and noted. We 
will attend to the matters referred to therein, (2) and 
write you in a day or two. 

Yours truly, (3) 30 words. 


10 
Dear Sir: 

We are in receipt of your favor of (1) the 25th inst., 
and note contents. Please return to us (2) the damaged 
pickles, together with bill for amount of freight (3) paid 
On same. We will replace with merchantable goods at 
(4) once. Are sorry to have caused you so much trouble, 
(5) but supposed they were in good condition when shipped, 
as (6) this is the first complaint we have had of this (7) 
shipment of pickles. 

Thanking you for your past favors, we (8) are 

Yours truly, 83 words. 


11 
Dear Sir: 

We are in receipt of B. L. for (1) 50 bales cotton 
shipped by you a few days ago. (2). Upon their receipt, 
we will endeavor to sell same at (3) the highest market 
price. 

Awaiting your further shinments, we are (4) 

Yours truly, 42 words. 
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12 
Dear Sir: 

Your valued favor of the 6th to hand. (1) We would 
like very much to ship you goods, but (2) under the cir- 
cumstances must decline to do so, as we (3) cannot afford 
to advance money to purchase cash goods. 

The (4) money market here is very tight, and we are 
unable (5) to get the accommodation from our (6) banks 
sufficient for our requirements. 

In future, all cash goods must be paid for (7) as soon 
as shipped, aS we cannot give time on (8) them, the margin 
being so small. Very truly yours, 89 words. 


13 

Dear Sir: 

Enclosed please find invoice and B. L. for (1) seven 
barrels molasses shipped you this day. 

We have billed (2) this shipment at 30c. per gallon, 
and trust this (3) price will be satisfactory. 

Awaiting your further favors, we are (4) 

Yours truly, 42 words. 


14 
Dear Sir: 

Your letter of the 8th to hand and (1) noted. We take 
pleasure in quoting you a lower price (2) on domestics, 
which will go into effect after the first (3) of next month. 

We trust you will favor us with (4) a large order. 

Yours truly, 45 words. 


15 
Dear Sir: 

Your letter of the 80th ult. has been (1) received and 
now has our attention. We delayed replying to (2) same 
as we were waiting on the railroad people (3) to give us 
arate to your town. 

We will (4) be glad to fill your orders for Family Soap 
at (5) four cents per pound F. O. B. cars in lots (6) of 
50 to 100 boxes. 

Awaiting your valued favors, we (7) are, 

Yours respectfully, 73 words. 


16 
Dear Sir: 

Replying to your esteemed favor of the 5th (1) inst., 
we beg to state that Mr. Brown was in (2) our employ last 
winter as shipping clerk, that he discharged (3) his duties 
to our entire satisfaction, and that he would (4) still be 
with us, were it not that the dull (5) season compelled us 
to reduce our clerical force. We consider (6) him a reliable, 
upright young man. Yours truly, 68 words. 


17 
Dear Sir: 

We have your letter of the 17th inst. (1) Your quota- 
tions on Butter and Cheese seem to be somewhat (2) higher 
than our market can afford. 

We have a dull (3) market at present, but could place 
a ha small orders if (4) you could shade your figures a 
ittle. 

Please let us (5) know by return mail whether or not 
you can accommodate (6) us, and oblige, 

Yours truly, 65 words. 
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18 
Dear Sir: 

Your valued favor of the 5th to hand, (1) and we have 
booked your order for fifty bales Sheetings (2) and ten 
bales Shirtings. 

At present we have a very (3) heavy demand for 
Sheetings, and the shipment of these goods (4) may be 
delayed a little on this account. 

We note (5) your request for a longer dating on 
Shirtings. 

We cannot (6) extend the time beyond sixty days. 
We trust you will (7) see your way clear to placing quite 
a@ round order (8) on the terms already quoted. 

Awaiting your further favors, (9) we are. 

Yours truly, 94 words. 


19 
Dear Sir: 

We have your esteemed favor of the 18th (1) inst., and 
regret to learn that the dullness of trade (2) will render 
it impossible for you to make a remittance (3) sooner than 
the latter part of next month. 

It gives (4) us pleasure to be able to accommodate you, 
and we (5) will extend the time of your payment until the 
31st (6) proximo. 

Trusting your business will soon pick up again, (7) 
we are, Yours truly, 74 words. 


20 
Gentlemen: 


Yours of the 7th inst. enclosing invoice and B. (1) L. 
for the goods ordered of you in our previous (2) letter, is 
now before us. 

Upon receipt of the goods, (3) if they are found satis- 
factory and in good condition, we (4) will make you prompt 
remittance. Yours truly, 47 words. 


21 
Dear Sir: 

We are in receipt of your favor of (1) the 30th ult., 
complaining of the delay in shipment of (2) your goods. 
This was caused by a temporary suspension of (3) work 
at the mills, due to labor troubles. However, (4) we are 
informed that matters have been adjusted and that (5) 
your goods went forward yesterday via the Cromwell Line 
of (6) Steamers. 

Regretting the inconvenience caused you, we are, 

Very truly (7) yours, 71 words. 


22 
Gentlemen: 

We have to-day mailed you one of our illustrated (1) 
Catalogues, and beg leave to call your attention to the (2) 
important improvements that have recently been added to 
our presses. (3) We can now get a much better ex- 
traction with less (4) power. We are satisfied that a fair 
trial will bring (5) out the merits of our apparatus, and 
are willing to (6) ship you one subject to approval after 
one month’s use. (7) 

Awaiting your favorable reply, we are, 

Very truly yours, 79 words. 
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23 


Dear Sir: 

There being no doubt in our minds, after (1) a trial 
of your motor, that it is far superior (2) to any other on 
the market, we now take pleasure (3) in placing’ with you 
an order for fifty more of (4) two horse-power each. 
These are to be used in (5) working the small machinery 
in our shops. Please ship by (6) cheapest freight, and 
draw on us at thirty days. 

Yours (7) truly, 71 words. 


24 


Gentlemen: 

The neckwear which you shipped us does not (1) come 
up to the samples shown us by your drummer. (2) Prob- 
ably there has been some mistake in filling the order. (3) 
At any rate we cannot accept the goods, and hold (4) them 
subject to your disposal. 

Please let us hear from (5) you at once and oblige, 

Yours respectfully, —«#BT words. 


25 


Dear Sir: 

We are in receipt of your letter of (1) the 19th inst., 
countermanding balance of order for Toitet Soaps, (2) on 
the ground that the shipment already made you has (3) 
proven unsatisfactory. We regret this very much, and 
are quite (4) surprised, as we took considerable pains to 
ship you none (5) but first-class goods. We trust that 
you will send (6) us a sample of the goods received by 
you, in (7) order that we may see whether same is in 
like (8) condition as when it left here. Perhaps the soap 
was (9) damaged on the way. 

Hoping to be favored with your (100) continued patron- 
age, we are 

Yours truly, 106 words. 


26 


Dear Sir: 

Your complaint of the quality of the goods (1) shipped 
you last week, quite surprises us, as we took (2) particular 
pains to send you nothing but the best quality (3) of 
brushes in stock. Perhaps they became damaged while 
in (4) transit. If that be the case, you will have to (5) 
make reclamation against the Railroad Co. We trust that 
(6) the shipment of Brooms sent you yesterday will prove 
O. (7) K. 

Yours truly, 73 words. 
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27 


Dear Sir: 

Your letter of the 19th inst., enclosing order (1) for 
Sundry Groceries, came duly to hand. As we did (2) not 
have in stock the brand of Yeast Powder ordered (3) by 
you, we took the liberty of sending you an (4) equally 
good quality of this article, which we trust will (5) be 
satisfactory to you. Our quotations on Canned Goods 
remain (6) the same. There will be a material advance 
in the (7) price of Lard very soon, and we deem it ad- 
visable (8) for you to lay in your stock now. Coffee and 
(9) Sugar are firm in price. Molasses is at a standstill. 
(100) How are you situated in regard to Soap? We can 
an substitute for the XX brand, a better grade of goods. 

Yours truly, 122 words. 


28 


Dear Sir: 

We beg to inform you that owing to (1) the dullness 
in the Oil market, we will be compelled (2) to suspend 
operations for the’ present. We trust, however, that (3) 
it will only be for a short time. When we (4) again start 
u», we expect to continue our business relations (5) 
with you. 

Yours truly, 54 words. 


29 


Gentlemen: 

I am in receipt of your circular price list (1) quoting 
inside figures at which I may sell all goods. (2) Our 
competitors are trying to underbid us, but if they (3) go 
under the figures which I now have from you (4) they will 
certainly lose money. At best, the business will (5) be 
unprofitable. Until to-day I was unacquainted with the 
fact (6) that they had issued a special circular to their 
customers, (7) and to many of ours, lowering their figures. 
Whenever an (8) opportunity offers, I take great pains to 
explain the superior (9) quality of our goods. 

Yours truly, 96 words. 


80 


Dear Sir: 

It is quite unusual for us to give (1) further time than 
that stipulated on our invoice; but as (2) your case is an 
exceptional one we are glad to (3) be able to grant your 
request. We trust, however, that (4) you will be able to 
meet payment promptly when due. (5) 

Yours truly, 52 words. 


PARAGON SHORTHAND. 39 





24 
LN we OFS TCH OLA 
Se IO Ne bs ee Ni iakea un 
a a 2tl 5 Bor 
eae i ee ee, Jy 
NN BN HRY RN 


Sov ty/ oC -7r_-Ts & ~ Ls 
et ae a ae / 


28 
Lo a Finvoth = a ee 
VAY a rn ear IS at / ann eo 


arn TM af 


29 , 
Re os Ea CON ae) Fe 
lige ® ego Nl SG Le Ree 
Bea 7 
Dg Ere ge A Hee aca re 
30 
Lo Da NS BP Ne Be Nee es tee 
a a A io Ye ee Oe aa ] 
| ( i . 





PARAGON SHORTHAND. 


31 


Dear Sir: 


It may not prove uninteresting to you to (1) learn that 
your improved grinder is giving more than expected (2) 
results. With a less horse-power we obtain a greater (3) 
amount of work than by the old process. Besides, the 
(4) goods are more uniform. Considering these facts, the 
popularity of (5) this grinder ought to be an assured thing. 
We enclose check, (6) for which please send receipt. 

Yours truly, 68 words. 


32 


Dear Sir: 

Referring to your letter of the 11th inst., (1) we beg 
to call your attention to the fact that (2) you are in error 
in saying that we mentioned to (3) your agent, when he 
called on us, that we would (4) be willing to have you 
substitute the Eagle brand for (5) the Lion, if you were 
out of the latter. That (6) was not our intention, and he 
misunderstood us. We did (7) state, however, that as we 
were not in any immediate (8) hurry for the goods, we 
could wait on you a (9) week or two, if you did not have 
the same (100) in stock. 


Yours truly, 104 words. 


33 


Dear Sir: 

We are to-day in receipt of a letter (1) from the factory 
concerning the consignment of chairs which they (2) made 
us, and from which consignment we filled your order. (3) 
They have examined into your complaint about the quality 
of (4) the work, and submit that they can find no cause 
(5) for any fault- finding. They seem to be somewhat 
irritated, (6) and state that the price is so low that there 
(7) is very little profit in it for them. We think (8) that 
you had better correspond with them direct. 

Very truly (9) yours, 91 words. 


34 


Dear Sir: 

We beg to remind you that your note (1) made pay- 
able to us matures on the list proximo. Please (2) pay 
same when due, and oblige, 

Yours ‘truly, 28 words. 
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42 PARAGON SHORTHAND. 


35 
Gentlemen: 

Yours of even date received. We note that you (1) 
say that there jis an error jn the invoice we sent you (2) 
yesterday. We will have our bookkeeper look into the 
matter, (3) and report to you to-morrow. 

Yours truly, 37 words. 


36 
Dear Sir: 

Will you please appoint an hour when I (1) may see 
you at your Office to-morrow? I desire to (2) consult you 
concerning a plan which I have in view, (2) whereby we 
may be able to maintain the present favorable (4) figures 
on cane, at least for some weeks longer. There (5) is a 
prospect, owing to the large crop, of the (6) price being 
reduced. Awaiting your reply by bearer, Iam (7) 

Yours truly,: 72 words. 


37 


Dear Sir: 
In the course of a week or two, (1) we expect to ship 
a large quantity of soap over (2) your road, to the towns 
named in the enclosed Hist. (3) Will you please qucte 
us a special rate, if possible? (4) Also please quote us 
a rate in car load lots, (5) on Fertilizer to the same points. 
Awaiting your reply, we (6) are 
Yours truly, 63 words. 


38 
Dear Sirs: 

We enclose you herewith invoice and B. L. (1) for 47 
bales of twine shipped you to-day via the (2) Morgan Rail- 
road. We trust that this twine will give you (3) the same 
satisfaction as that previously shipped to you. We (4) 
have billed this, as you will see, at one cent (5) per Ib. 
less than the price quoted you last week. (6) The market. 
has fallen, and we have given you the (7) benefit of the 
lower price. 

Hoping to receive your further (8) valued favors, we 
are 

Yours truly, 86 words. 


39 


Dear Sir: 

We have your letter of the 31st ult., (1) requesting us 
to forward to you 10 boxes of P. (2) M. Soap, which we 
will do to-day, via the Morgan (3) Route. We have billed 
this soap to you at $1.40 (4) per box F. O. B. cars here. 
We trust this (5) soap will give you satisfaction, and will 
be pleased to (6) receive your further orders. 

Hoping to hear from you quite (7) soon again, we are 

Very truly yours, 77 words. 


PARAGON SHORTHAND. 
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PARAGON SHORTHAND. 


40 
Dear Sirs: 

We are in receipt of your letter of (1) the 30th ult., 
in which you make complaint of the (2) delay in ship- 
ment of 50 bales of B. X. Sheetings. We (3) beg to 
apologize to you for this delay, due to (4) the fact that 
the shaft broke. This breakage, however, has (5) been 
repaired, and in the course of the next day or two we 
will get your goods out. 

Trusting this (7) explanation will be satisfactory, we 
are 

Yours respectfully, 76 words. 


41 
Dear Sir: 

Enclosed please find invoice and B. L. for (1) 250 
boxes Olive Soap shipped you this day, via the (2) Morgan 
Route. We trust you will receive this in good (3) con- 
dition. We have billed this shipment to you at the (4) 
same figures at which we sold you formerly. Do you (5) 
think that you can place on your market our XL (6) brand, 
samples of which we showed you when you were (7) here? 

Please let us know at once, and oblige 

Yours (8) very truly, 82 words. 


42 
Dear Sir: 

We have this day sent you by express, (1) a box of 
samples of the several articles of which (2) we wrote you 
yesterday. We trust that you will try (3) to push the 
sales as rapidly as possible, as we (4) have quite a large 
stock in our warehouse. e (5) would especially like to 
have you dispose of the thousand (6) boxes of soap. even 
if bl Cae to do so (7) you would have to shade the figures 
a little. 

Hoping (8) that you will give this your prompt atten- 
tion, we are, (9) 

Yours truly, 92 words. 


43 
Dear Sir: 

Your letter of the lst making inquiries about (1) the 
Fertilizer just to hand. We mailed you to-day one (2) 
of our new Catalogues, and invite your careful attention 
to (3) the Grade of Cotton Fertilizers which we are now 
putting (4) up. We would be glad to receive your orders 
for round (5) lots of this Fertilizer, at $25.00 per ton, less 
10 per cent. (6) for 10 days cash. 

Hoping to hear from you (7) at an early date, we 
remain, 


Yours resrectfully, 78 words. 
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44 


Dear Sir: 

I am very sorry to be compelled to (1) complain that 
the bill of goods received from you is (2) not equal to 
sample. I have never before had an (3) occasion to com- 
plain, and I am disposed to think that (4) there is some 
mistake, which you will no doubt readily (5) correct. 
The goods which you sent are really no use (6) to me. 
However, I will endeavor to sell them at (7) any price. 
Your immediate attention to this matter, will oblige (8) 

. Yours truly, 82 words. 


45 


Dear Sir: 

I duly received yours of the 10th inst., (1) and am 
extremely sorry that the goods sent you were (2) inferior 
by a mistake on the part of my warehouseman. (3) The 
parcels sent you were selected from a lot of (4) goods in- 
tended to be sold at a considerable sacrifice in (5) price, 
and which I know would not suit your sales, (6) 

Yours truly, 62 words. 


46 


Dear Sir: 
Will you please ship us by cheapest freight, (1) 5 bales 
Al twine, same as previously sent us? To (2) the best 
of our recollection we paid you much less (3) than the 
figures quoted us in your letter just at (4) hand. 
Please draw on us with B. L. attached. 
Yours (5) truly, 51 words. 


47 


Dear Sir: 

We beg to inform you that after due (1) consideration, 
we have decided to abandon the project to open (2) a branch 
office in your town. We, therefore, regret that (3) we will 
be unable to avail ourselves of your services. (4) 

Yours respectfully, 42 words. 


48 


Dear Sir: 

We have come to the conclusion that we (1) will be 
no longer justified in paying you $2,000.00 (2) rent per 
annum. We, therefore, notify you, that unless (3) you 
lower the rent, we will be compelled to look (4) for new 
quarters for the coming season. 

Please give us (5) a prompt reply and state whether. 
or not you are (6) willing to take $1,500.00 per annum. 

Yours truly, 69 words. 
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PARAGON SHORTHAND. 


49 


Dear Sir: 

We are in receipt of your favor of (1) the 6th inst., 
enclosing invoice and B. L. for 10 (2) barrels oil shipped 
us. We find a discrepancy in weight, (3) and herewith 
return your account of weights for correction. (4) 

Please attend to this matter at once, and oblige, 

Yours (5) truly, 51 words. 


50 


Dear Sir: 

I to-day have your communication of the 5th (1) inst., 
containing papers in the Hartman matter, all of which 
(2) I have read with close attention. I would not advise 
(3) you to enter suit against Hartman, as I fear he (4) 
has the best of the case. However, I will call (5) on his 
attorney to-day and see if I cannot (6) make some kind 


of a compromise. Should I succeed to-day (7) will wire 
you fully. 


Yours truly, 76 words. 


51 


Dear Sir: , 

Yours of the 14th inst. to hand, and (1) we note con- 
tents. In reference to the list of towns (2) to which you 
propose traveling, being already represented in almost (3) 
all of them, we don’t think it would be good (4) policy 
on our part, nor would it pay you, to (5) solicit in the 
other very small towns where we are (6) not represented; 
in fact, we think you would come in (7) conflict with many 
of our other brokers even in those (8) towns that are still 
open, as we have no doubt (9) that they go to these places. 
However, we will keep (100) your name on our list, and 
should we make changes, (110) will let you know. 

Very respectfully, 116 words. 


52 


Dear Sir: 

We have not had the pleasure of handling (1) a single 
bale of cotton from you this season, and, (2) as we are in 
the cotton business, and are not (3) in the habit of extend- 
ing open credits for bagging and (4) ties for an indefinite 
period without receiving cotton against same, (5) we would 
thank you to favor us with a cash (6) remittance in pay- 
ment of the amount due, as per enclosed (7) statement. 
It is unsatisfactory to us to extend further credit (8) on 
the amount. 

Respectfully, 84 words. 
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50 PARAGON SHORTHAND. 


53 


Dear Sir: 

In your letter of the 16th inst. you (1) gave us an 
order for I. G. Cone, Gary’s Lane, (2) S. C. When the 
barrel of molasses reached the freight (3) depot, we were 
informed by the railroad people that there is (4) no such 
place as Gary’s Lane on the road, but (5) that Gary’s is 
the railroad station for that place; therefore, (6) we have 
shipped the barrel to I. G. Cone, Gary’s, (7) S. C., pre- 
paying freight on same. Please notify Mr. Cone (8) of 
the above, and oblige, 

Yours truly, (87) 


54 


Dear Sir: 

As the season is now far advanced, we (1) would like 
to be definitely informed how much .more cotton (2) you 
have to ship, as your account has still a (3) large indebted- 
ness, and we want to get an idea as (4) to its final out- 
come. Our Mr. Hald recently called at (5) your planta- 
tion, and regretted that you were absent. He will (6) be 
in the neighborhood shortly and will take pleasure in (7) 
again calling on you. In the meantime we would like (8) 
to be placed in possession of the information requested 
above. (9) 

Respectfully, (91) 


55 


Dear Sir: 

For your information, we beg to hand you (1) here- 
with a memorandum of the present status of your account, 
(2) from which you will note that there is a small (3) 
balance due us, which we presume it will be convenient (4) 
to you to cover by shipments of cotton. We shall (5) be 
thankful for any cotton you ship, and we will (6) endeavor 
to dispose of same to the best advantage. 

Yours (7) very truly, (72) 


56 


Dear Sir: 

Returning yours of the 7th inst., in your (1) File A. 
E. P., referring to the conversation over the (2) ‘phone 
between the writer and your Mr. Brook, relative to (3) 
the diversion of a car-load of bananas by Supt of (4) 
Transportation Dalton, to Joplin, Mo. 

I wrote you fully on (5) this subject yesterday, and 
no doubt the letter before me (6) crossed in the mails the 
one I wrote. 

Yours truly, (70) 
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52 PARAGON SHORTHAND. 


57 
Dear Sir: 

We rendered you some time since a statement (1) of 
your account, aS requested by you. We expected that (2) 
on receipt of same you would either ship us cotton (3) to 
cover or make a prompt remittance in payment. How- 
ever, (4) we have not received either, and we would thank 
you (5) now to put us in possession of the amount promptly, 
(6) as it is unremunerative to us to give you further (7) 
time without receiving shipments of cotton. 

Respectfully, (77) 


58 
Dear Sir: 

Please send us certificate of mortgage on property (1) 
Standing in the name of W. C. White, giving, in (2) ad- 
dition, an accurate description of the property and the 
incumbrances (3) thereon; also the assessed value of the 
property. Thanking you (4) in advance for the informa- 
tion, we remain, 

Yours very truly, (50) 


59 
Dear Sir: 

Yours of the 19th inst. to hand, and (1) we answer 
by saying, we are aware that there is (2) some Sorghum 
raised in your section of Georgia, but we (3) thought it 
best to send you a line of samples, (4) as we have done 
to all of our brokers, in (5) order that you may have the 
same on hand when (6) your trade is ready to buy; so let 
us hear (7) from you when the time comes. 

Yours truly, (78) 


60 
Dear Sir: 

Your note maturing on Feb. 4th being unprovided (1) 
for, as well as your open account, we are this (2) day 
drawing on you for the latter through the Commercial (3) 
Bank, and we also forward your note to them for (4) col- 
lection. Kindly provide for payment of same, and oblige, 

Yours (5) very truly, (52) 








53 
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PARAGON SHORTHAND. 





61 
Dear Sir: 

Your valued favor of the 28th inst. to (1) hand, and 
we note your comments upon recent sales made (2) for 
your account by us. In reply we beg to (3) reiterate our 
former statements, that in every instance your cotton (4) 
in our hands has received the best attention and has (5) 
never been disposed of except at its fullest value. You 
(6) will note the large difference between the high and 
low (7) grades of cotton, and you can rest assured that 
any (8) possible merit that your cotton may have is fully 
recognized, (9) and it is sold accordingly. While the 
market has been (100) advancing and active, the spot de- 
mand has not been in (110) proportion, and considerable 
difficulty is being experienced in effecting sales (120) at 
fully satisfactory prices. We are only availing ourselves 
of (130) days on which the demand is active, and we feel 
(140) confident that at the expiration of the season you 
will (150) have no cause to complain of the manner in 
which (160) we handle your business. If we can be of 
service (170) at any time, do not hesitate to call on us. 
(180) 

Yours very truly, (183) 


62 
Dear Sir: 


We wish to express to the trade our (1) appreciation 
of the favors we have had from them during (2) the past 
year, and to solicit their orders for the (3) year just begun. 

We enclose herein our January list Price (4) List, and 
would be pleased to send you our confidential (5) Discount 
Sheet on application. 

We propose at all times to (6) give to our customers 
as good values at the prices (7) as they can obtain from 
any manufacturers in our line. (8) 

Hoping we may hear from you, we are 

Yours truly, (90) 


63 

Gentlemen: 

The fame which our ‘‘Progress Brand’’ of pure malt 
(1) food beers in kegs and bottles has acquired at home 
(2) and abroad, and its absolute purity has necessitated 
a large (3) increase in our capacity, and particularly in 
the bottling line, (4) in order to meet the constantly grow- 
ing demand and the (5) phenomenal increase of sales ot 
our products during the last (6) few years. 
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56 PARAGON SHORTHAND. 


We wish to make connections in your city (7) with «# 
proper party who desires to build up for (8) himself a 
permanent, remunerative business, and as we do not (9) 
wish to establish any agency, but wish to make direct (100) 
sales, kindly advise us if you know of any one (110) who 
has the necessary means and facilities for handling, and 
(120) is in a position to purchase our keg beer by (130) 
the carload. If so, we should be glad to hear (140) from 
you at once with further particulars, and also as (150) to 
what brands of beer he is now handling. 

We (160) will thank you for an early reply, remaining, 

Yours very (170) truly, (171) 


64 


Dear Sirs: 

Do you want a gilt-edge indorser on every (1) credit 
you extend during the next twelve months? That is (2) 
just exactly what we can furnish you under our Progressive: 
(3) Policy of Credit Insurance. 

The merchant who avails himself of (4) such security 
does a safer and larger business and consequently (5) 
makes more money than is possible otherwise. More than 
ever (6) it is realized that those merchants who do not 
carry (7) our Policies are at a decided disadvantage with 
their competitors (8) who do. It is a significant fact that 
during the (9) past year hundreds of the largest and 
wealthiest merchants in (100) America have taken our Pro- 
gressive Policy; indeed, the new business (110) of our Com- 
pany for 1900 shows an increase of more (120) than 122 
per cent. over the previous year. 

It is greatly (130) to your interest to make a candid 
investigation of the (140) merits of Credit Insurance as 
applied to your own business. (150) 

We will cheerfully furnish full particulars upon receipt 
of your (160) request. 

Yours truly, (163) 
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PARAGON SHORTHAND. 


65 


Dear Madam: 

In compliance with your request we are sending (10) 
you our catalogue by this mail. We trust it will (20) 
reach you promptly and that you will examine it carefully, 
(30) and, as you do so, please feel assured that the (40) 
illustrations do not flatter our Cabinets; that you will be 
(50) even more pleased when you see a Hoosier Cabinet 
at (60) home in your kitchen. 

The only thing we regret is (70) that you cannot spend 
an hour or so in this office, (8) looking over the comments 
and orders received from the farthest (90) corners of this 
big, broad land. It is, indeed, (100) a pleasure to be able 
to furnish something to lessen kitchen (110) toil. 

We hope to have a reply from you within (120) a very 
few days, authorizing us to ship your selection at (130) 


once. 
Yours truly, (133) 


66 ° 


Gentlemen: 

We enclose herewith a sample sheet of our Anchor (1) 
Brand typewriter carbon. Please test it. You will find 
it (2) superior to anything on the market. Can furnish 

this in (3) any color desired at $2.00 per 100. 
We know (4) you will be pleased with the carbon, 
We also beg (5) to quote you on Anchor Brand typewriter 
ribbons in all (6) colors for all machines at $5.00 per dozen 
in (7) strictly dozen lots. 

We thoroughly guarantee our goods and know (8) if 
you once start using them you will continue to (9) do so. 
Hoping you will be pleased with our goods (100) and de- 
cide ic favor us with a portion of your (110) business, we 
remain, 


Very truly yours, (116) 


67 


Dear Sir: 

I beg to inform you of the non-arrival of (1) the two 
packages ordered by me on the 10th inst., (2) and which 
by yours of the 15th I notice were (3) forwarded me by 
the American Express on that day. I (4) must ask your 
immediate attention to this matter, as the (5) parties for 
whom they are required are anxiously awaiting their (6) 
arrival. 

It is indispensable that I should receive them in 
(7) season for which they are intended. Otherwise, 
the parties will (8) be annoyingly disappointed 
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and the goods will be Ieft on (9) my hands. Pray institute 
inquiries about them, and oblige, 


Yours (100) truly, (101) 


68 

Gentlemen: ¢ 

We are to-day in receipt of your telegrum (1) asking 
us to investigate the standing of a certain Jones (2) in our 
city, with whom you intend to have some (3) business 
transactions. We have wired you in reply that Jones (4) 
is an irresponsible character, and bears a poor reputation 
in (5) our community, and we will not advise you to enter 
into any kind of business relation with him. Trusting 
this (7) information is what you desire, we remain, 

Yours very truly, (80) 


69 
Dear Sir: 


I regret to be compelled to inform you (1) that it will 
be impossible for me to attend the (2) meeting of the 
Board of Directors to be held this (3) evening. There are 
certain improvements to be made in the (4) machine I am 
preparing, and they require my personal attention. (5) I 
trust that my absence will in no way inconvenience (6) 
you, and assure you that at all subsequent meetings it (7) 
will afford me pleasure to be present. 

If anything should (8) arise requiring my attention 
I trust that you will telephone (9) me. In the matter of 
the issuance of additional stock, (100) I would like to ex- 
press the opinion that I deem (110) it will be impolitic 
to bring this up at the (120) present time. I think that it 
will be far preferable (130) to delay the consideraton of 
this matter until after the (140) holiday season. You are 
aware that in January or February (150) the Company will 
be able to place its stock to (160) better advantage than 
it possibly can do now. 

With assurances (170) of my highest regard, I am 

Very truly yours, (179) 


70 
Dear Sir: 


- We have yours of the 24th inst., stating (10) that 
the net amount of your credit should be more (20) than 
$299. When we advised you before, we failed to 
(30) mention that the bonds had been drawn in July, and 
(40) as our Mr. Dan Ball was alone in the office (50) 
and very busy during the summer, he neglected having 
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these (60) bonds cashed in. When the four bonds were 
drawn in (70) July they were worth only $43 a piece, mak- 
ing a (80) total of $172; the 2 bonds drawn at the last (90) 
drawing, $43.50, making a total of $87, which, together 
with (100) $40 in premiums, makes a grand total of $299. 

We (110) enclose you herewith premium bond fist of 
the July drawing, (120) the last drawing, and also a Hist 
of your premium (130) bonds. Hoping that this will be 
entirely satisfactory, we remain, (140) 

Yours very truly, (143) 


71 


Gentlemen: 

We are pleased to report that we to-day (10) sold the 
balance of the low grades we have had (20) displayed on 
our tables for soine time at 5%c. round. (30) This is 
even better than we at one time thought (40) we could 
obtain for this lot of cotton. Since you (50) were here 
we sold 35 bales of the better grades (60) at 5%c., so that 


the 97 bales were still lower (70) in grade, and we think 
the sale is a very (80) good one on the present market. 
The market closed easier (90) to-night. At one time 
it was ten points over (100) last night’s prices. Spots, 
however, closed firm, at 5 11-16c. for (110) Middling. 
Yours truly, (113) 


72 


Gentlemen: 

Replying to yours of the 24th and 25th insts., (10) we 
beg to acknowledge the arrival of the samples of (20) 61 
bales Lot ‘‘S,” and we have also received the (30) 33 ad- 
ditional samples of this lot, making 94 all told, (40) as 
Stated in your letter. We note your idea of (50) 5%c. on 
this lot, which we will bear in mind. (60) 

We are also in receipt of the 43 samples of (70) Lot 
‘“*R,’’? and now have 100 bales of that lot (80) represented 
on the tables. 

We regret to state that we (90) did not suc- 
ceed in obtaining any bids on either lot. (100) The 
market, as we wired you, was quite firm, Marches 
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(110) selling at .79 at the time. The close, however, was 

(120) easier, on realizing sales, and Marches closed at .73. 
You (130) can rest assured that we will report offers 

as promptly (140) as we receive them. 

Yours truly, (146) 


73 


Gentlemen: 

In accordance with your valued favor of the 24th (10) 
inst., we beg to hand you herewith the classification of 
(20) the 50 bales in our hands for your account. There 
(30) are 10 bales in the lot that are Good Middling; (40) 
15 bales Strict Middling; 18 bales Fully- Middling, and 6 
(50) bales Middling, making a total of 49 bales. Some of 
(60) this cotton is more or less high colored. The one (70) 
bale of 1% inch cotton classes Strict Middling. 

The market, (80) at one time to-day, was ten points 
above yesterday’s close, (90) but this evening, on realizing 
sales, futures declined considerably, March (100) closing at 
.73. Spots, however, are quite firm, at 5 11-16c. (110) for 
Middling. 







Yours truly, (114) 
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Dear Sir: 

Yours of the 18th inst. to hand with (10) order for 
10 barrels of molasses like No. 14, at 10c., (20) delivered 
at Lynchburg, for Chas. J. Bigbow & Bro., and (30) we 
will brand the barrels ‘‘Cuba Molasses,’’ as directed. We 
(40) also have your order for White, Johnson & Co., for 
(50) 2 barrels like sainple No. 12. Owing to a slight (60? 
decline in the market on the higher grades, we will (70) 
charge White, Johnson & Co. only 30c. instead of 3lc. 
(80) per gallon, delivered at Lynchburg. The above will 
be shipped (90) by next freight in No. 1 condition. We 
forwarded you (100) a fresh line of samples yesterday, with 
some cheaper grades (110) among them, and hope you will 
be able to do (120) some business with same. 

In regard to sugar and rice (130) samples, will say that 
we deal in molasses and syruvs (140) only; but we will hand 
your name to Mr. Thos. (150) McShane, who deals in 
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sugar and rice exclusively, and he (160) will forward you 
the samples asked for. 

It will be (170) fully a week before we can send you 
samples of (180) molasses ranging around 15c. per Gal. 
delivered at your place. (190) Nevertheless, we will con- 
tinue to supply you with samples as (200) the different 
grades come in from plantations. 

Respectfully (208) 


75 
Dear Sir: 

Returning letter of Commercial Agent Lynn, of the 
(10) Queen & Crescent Route, mentioning a shipment of 
sugar and (20) molasses, supposed to have been delivered 
to our line on (30) Saturday last by Messrs. Simms Bros. 
& Co., for forwarding (40) to Little Rock, Ark., routed 
via Vicksburg, V. S. & P., (50) Shreveport and the Cotton- 
Belt, as per your memorandum endorsed thereon:— (60) 

I beg to advise that this shipment was forwarded on 
(7) New Orleans to Shreveport way-bill B. 133, May 2Sth, 
(80) in I. C. Car 2526, and was routed in the (90) manner 
as given in Mr. Lynn’s letter. 

Yours very truly, (100) 


76 


Dear Sir: 

We have yours of the 25th inst., in (10) regard to your 
insurance policy. This, however, is the first (20) letter 
we have received from you telling us to cancel (30) your 
policies. We have cancelled the one policy which is (40) 
in our possession, and which we notified you we had (50) 
just renewed. You have the other three policies in your 
(60) hands, and, as you know, it is necessary to surrender 
(70) a policy in order to have it cancelled. We would, 
(80) therefore, thank you to send us these policies, so that 
(90) we can give the matter prompt attention. 

Yours truly, (99) 


77 
Dear Sir: 

I wish you would, without further delay, remove (10) 
the burnt cotton from our tracks at Nunn Street. This 
(20) cotton is delaying our work, and, notwithstanding the 
repeated requests (30) of our bill clerk to have the cotton 
removed, it (40) still remains on the tracks. Your prompt 
attention to this (50) request will be very much appreciated. 

Yours truly, (58) 
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United States of America, 
State of Louisiana, 
City of New Orleans. 


By this Instrument of Procuration, 


Be it Known, That on this 22d day of May, in the 
year of our Lord ‘one thousand nine hundred and four, and 


as the sangenendence of the United States of America, 
t e. eoeeee¢# @eeeoe#s¢esvs#e¢eese 


Before Me, Ben Burns, a Notary Public in and for the 
City and Parish of New Orleans, State of Louisiana, afore- 
said, duly commissioned and sworn, personally came and 
appeared: Sam Budd, who declared that he: had made and 
appointed, and does by these presents make, nominate, or- 
dain, authorize, constitute and appoint, and in his place 
and ‘stead, depute and puts Adam Bell, "to be his true and 
lawful Attorney in fact, general and "special, giving, and 
by these presents granting unto the said Attorney full 
power and authority for him and in his name and behalf, 
and to use, to conduct, manage and transact all and singu- 
lar his affairs, business and concerns, of whatever nature 
and kind, without any exception or reservation whatsoever; 
to open all letters of correspondence addressed to him and 
to answer the same; to make and endorse promissory notes 
in the name of said Budd, and draw, endorse and accept 
bills of exchange; to make checks and draw money out of 
any Bank or Banks wherein the same may have been de- 
posited in the name or for account of himself; to deposit 
drafts, bills of exchange, acceptances and promissory notes 
or other obligations, for collection in any Bank or Banks, 
and withdraw the same or the amount thereof, at pleasure, 
by check or otherwise; to sell and transfer all or any 
shares of the capital stock of any Bank or Banks, or other 
corporate body or hodies, owned by him, and receive and 
receipt for the dividends due or to become due thereon; 
to pledge and pawn all or any shares of the capital stock 
of any Bank or Banks, or other corporate body or bodies 
owned by the said Sam Budd, and to make and give any 
note or notes, which may be ‘necessary from time to time 
for the renewal of the same: to attend all or any meetings 
of creditors wherein the said Sam Budd may be interested, 
and vote in his name on all questions and cases that may 
be submitted to such meetings, to attend all or any meet- 
ings of the stockholders of any Bank or Banks, or other 
corporate body or bodies wherein the said Sam Budd may 
be interested, and vote in the name of said Sam Budd on all 
questions and cases that shall or may be submitted at such 
meeting: to borrow money from any Bank or Banks, or 
other monted institution or institutions, on the notes or 
other obligations of the said Sam Budd drawn by him or by 
the said attorney or those of others which shall or may come 
into the hands of the said attorney for the use of the said 
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Sam Budd, and make other notes or obligations from time 
to time, for the renewal of all such or any part or parts 
thereof; to sell, transfer and convey, or to mortgage and 
effect all or any part or parts of the real, personal or 
mixed estate of the said Sam Budd, and to receive the price 
thereof, also to purchase real personal or mixed estate in 
the name of said Budd on such terms and conditions as the 
said attorney shall think fit, and to lease, let or hire all 
or any part of the real estate belonging to the said Budd, 
and receive and receipt for the rent and wages thereof 
as the same shall fall due, and for the full execution of 
the purposes aforesaid, to ‘make, sign and execute in the 
name of the said Budd all acts, whether of sale, mort- 
gage, lease, release, contract, compromise, covenant, deed, 
agreement or otherwise, that’ shall or may be requisite, or 
necessary, and bind the said Budd thereby as firmly as if 
the same ‘were or had been his own proper acts and deeds; 
to sign all bonds or other acts required by the Revenue 
Department at the Custom-House of this District, or else- 
where, and do all Custom-House business whatsoever; to 
receive and attend to all shipments or consignments of Pro- 
duce, Goods, Wares or Merchandise, that shall or may be 

made to said Budd either for his own account and risk, or 
that of others, and to pursue the instructions of the owners, 
shippers or others interested therein, relative thereto; to 
receive and acknowledge notices of Protest of all or any 
Bills, Drafts, or Promissory Notes, to which the said Budd 

maybe a party, and to act for the said Budd and be his 
substitute in all cases wherein he may be appointed the 
Agent or attorney of others; and to ask, demand, have, take, 
and by all lawful ways and means to’ recover and receive 
of and from all and every person and persons, whomsoever, 
body or bodies corporate, all and every such sum or sums 
of money, goods, debts, property and effects whatsoever, 
as now is, or are, or may hereafter be in his, her or their 
custody or possession, due, owing, coming ‘or belonging 
to him, the said Sam Budd, whether by bond, bill, note, 
book-debt, account, consignment, bequest, or for and by 
what other reason or means soever; and to that end with 
whom it may concern, to adiust and settle all accounts, 
and unon recovery and receipt in the premises, to make 
and give good and sufficient discharges and acquittance; 
to appear before all Courts of law and equity, there 
to do, prosecute and defend as occasion shall require, or 
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to compromise, compound and agree in the premises, by 
arbitration or otherwise, as the said Attorney shall in his 
discretion think fit: Also to apply for and obtain all and 
any attachments, sequestrations, injunctions and appeals, 
give the requisite security and sign the necessary Bonds. 


And generally to do and perform all and every other 
act, matter and thing whatsoever, as shall or may be 
requisite and necessary, touching or concerning the affairs, 
business and concerns of the said Sam Budd as fully, amply 
and effectually, and to all intents and purposes with the 
same validity, as if all and ev ery such act, matter or thing, 
were or had _ been particularly Stated, expressed, and 
especially provided for, or as he, the said Sam Budd, could 
or might do if personally present: also with full power of 
substitution and revocation; and the said Sam Budd hereby 
agrees to ratify and confirm all and whatsoever the said 
attorney shall lawfully do or cause to be done by virtue 
of this act of procuration. 


Thus done and passed, at the City of New Orleans 
aforesaid, the day and year aforesaid, in the presence of 
Dave Butz and Hiram Biff, witnesses, of lawful age, who 
hereunto sign their names as_ such, ‘with the said con- 
stituent Budd, and me, the said Notary. 
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FROM REPORT OF PROCEEDINGS OF CONVENTION OF 
RAILWAY TELEGRAPH SUPERINTENDENTS, NEW 
ORLEANS, MAY, 1903, By B. Bonquois (Paragon 
Writer), Official Stenographer. 


President Jacoby: Ladies and Gentlemen, Members of 
the Railway Telegraph Superintendents Association and 
' friends:—We are about to open our convention, and in doing 
so I am pleased to introduce to you the representative of 
the Mayor of this City (Mayor Paul Capdevielle), Mr. 
Arthur McGuirk, whom we will be pleased to hear: 

Mr. McGuirk: Mr. Chairman, Ladies and Gentlemen— 
I esteem it a privilege that I have been deputed this morn- 
ing to extend to you the freedom of the City of New 
Orleans. In the absence of the Mayor, that distinction has 
been conferred upon me, and in his name, in the name of 
the government, and in ‘the name of all our people, I give 
you the right hand of fellowship. 

Friendship, my friends, is a word the very utterance 
of which warms the heart. With men of experience and 
observation, friendship is beneficial, and when I address 
you as friends, ladies and gentlemen, I hope you will un- 
derstand that I mean it is our purpose always to make new 
friends, and we are glad to move not only among our ac- 
quaintances, but among our new friends here in New Or- 
leans to-day. It is said by Emerson, “If a man does not 
make new acquaintances as he advances through life, he 
will soon find himself alone.’’ ‘‘A man, sir,’’ says ‘Dr. 
Johnson, ‘‘should keep his friendship in constant repair. ’? 
And it is by our invitations to these conventions, which 
have been so heartily accepted in the past year or two, 
that we are endeavoring to make not only new friendships, 
but to Keep those already made in constant repair. 

It is invigorating to me to meet men of action, those 
who make the ideal real and whose life has a meaning in 
it. To live is not merely to breathe; ‘‘It is to act,’’ says 
Rousseau, the great French philosopher, and I believe that 
we all, as men of action and women of action, agree with 
him. ‘It is said that you will find solitude nowhere in 
nature. We Know that that is so. What seems to be 
inert, inorganic, is, as a matter of fact, full of life. Nature 
breathes life. Nature is the scene of constant activity; 
her forces are constantly at work and furnish us with 
models of activity on every side. If we desire anything, 
we must work for it. 

You are here to-day as Superintendents of Telegraph. 
It is a high and honorable position, and a position of great 
importance in this country. And a man does not arrive 
at that eminence in life—because it is an eminence—in a 
day. We say that in this country we have Captains of 
Industry, men who direct the material affairs of this great 
nation; and among their lieutenants—and it is necessary 
that the .Captains should have lieutenants—none rank 
higher, none are more necessary to our material life than 
Superintendents of Telegraph. I can think of no machine 
requiring more constant attention—and we like to look 
upon it as a machine—than the great wedded systems of 
telegraphy and railroads in this country. It demands un- 
ceasing conversion of the nervous energy of you men into 
motion. You remind us of those created beings of 
whom it is said they are able to convert their nervous 
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force into electricity. ‘You gentlemen convert energy into 
motion for the benefit of mankind, and particularly 
the mankind that is encompassed within the confines of 
this great, magnificent country of ours. Speaking of work 
Logfellow’ well expresses it, as he so well expresses almost 
every thought that the human mind is capable of conceiv- 
ing: ‘*‘ Work is my recreation; the play of faculty a delight 
like that which the bird feels by flying, or the fish darting 
through the water.’’ Great business men are popularly 
supposed to be unimaginative and unemotional: When 
they are spoken of as keen, and they are keen, practical 
men of affairs, we are invited or expected to conjure up 
square-headed, unimaginative, and unemotional men, if such 
beings exist on this earth; an automaton as it were, pos- 
sessing neither emotion nor imagination. Yet I believe that 
conception is wrong. A man cannot rise to eminence in 
any avocation without imagination and emotional fancy, 
without mental speculation, without ideas, in fact. Take 
the agency controlled by you: It is the same lightning 
that Franklin drew with his kite from the skies, and which 
girdles the earth with the rapidity of thought. Could a 
man without imagination draw it from the storehouse of 
Nature? Or could a man without imagination control or 
use it? To the ordinary observer the surroundings of the 
ordinary telegraph office are prosaic. To him the 
mechanism of the ordinary telegraph key is so much metal 
connected with metal wires, and the whole office seems an 
abomination of desolation; ‘put there are forms hidden in 
that unlovely shell far more wonderful than those evoked 
by Alladin when he stroked the lamp—and which of us has 
not traveled with Alladin in the realms of fancy? They 
are more powerful than those liberated by him spoken of 
in the Arabian Nights, who liberated the great genii_ to 
do his bidding. We call these fairy tales and visions. But 
the control that science holds over the mighty forces of 
the universe, is far more wonderful. Let the hand but 
touch that rubber button, or open that lever in that un- 
lovely office: in instant obedience to the call of the brain, 
the genii of electricity springs into action, just as obedient 
as the genii of the lamp was to the command of Alladin. 
The living letter girdles the world; the letter becomes a 
thing of life and is sent pulsating to the ends of the earth. 

In response, ladies and gentlemen, to our invitation, 
you have come from every part of this country, and we are 
most happy indeed to have you with us. I presume that 
in this room there are gentlemen who come from the Far 
West, where the pine tops the lofty hills, where rules the 
Oregon; and there are gentlemen here from Texas’ sandy, 
beach, and from the firs of Maine to the cactus of the 
Southwestern desert; and we are very glad indeed to meet 
you all. We esteem the compliment, ladies and gentlemen, 
that you come here to be our guests. Emerson says, 
‘cThe ornament of a house is the friends who frequent 
it.’’ There is no greater event in life than the appear- 
ance of a new face at our hearth. It has’ been 
finely said that he is the greatest man—and it ap- 
plies to ae city, which is nothing but ani $arti- 
ficial person—the great man is he who can call 
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together the most select company when it pleases him. 
Tested by this principle, New Orleans is indeed fortunate. 
This and other most eminent bodies have accepted her hos- 
pitality and become her guests; and I say to you that you 
are heartily welcome, and I hope that you will feel that 
as often as you come back to our doors, that our love will 
meet you on the threshold and afford to you peace and 
comfort. Ladies and gentlemen, I thank you very much 
for your attention. (Applause). 


President Jacoby: I am sure, Mr. McGuirk, we are 
very happy this morning and consider it a great honor to 
have extended to us such a hearty welcome, by you. the 
representative of his Honor the Mayor of this great Metro- 
politan City of the South; and on behalf of the Association 
of Railway Telegraph Superintendents and those who are 
gathered to meet with us, I desire to thank you very 
cordially. It is a great pleasure, indeed, for us to be here 
at this time, and we consider it an occasion of more than 
ordinary interest, principally because of the fact that for 
a long time we had planned to make this our meeting place, 
and at one time had all arrangements completed to meet 
here; but unfortunately, circumstances over which we had 
no control, prevented. x 


TRUE GREATNESS. 


Grandeur of character lies wholly in force of soul, that 
is. in force of thought, moral principle, and love; and this 
may be found in the humblest condition of life. A man 
brought up to an obscure trade, and hemmed in by the 
wants of a growing family, may in his narrow sphere per- 
ceive more clearly, discriminate more clearly, weigh evi- 
dence more wisely, seize on the right means more de- 
cisively, and have more presence of mind in difficulty, than 
another who has accumulated vast stores of knowledge by 
laborious study; and he has more of intellectual greatness. 
It is force of thought which measures intellectual, and 80 
it is force of principle which measures moral greatness— 
that highest of human endowments, that brightest mant- 
festation of the Divinity. The greatest man is he who 
chooses the right with invincible resolution, who resists 
the sorest temptations from within and without, who bears 
the heaviest burdens cheerfully, who is calmest in storms, 
and most fearless under menace and frowns, whose reliance 
on truth, on virtue, on God, is most unfaltering.—Channing. 
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State of Louisiana, 
In the Circuit Court, 
Parish of Orleans. 


ss. 
Thomas Eskridge, February Term, A. D. 1897. 
No. 22,170, C. L. 
vs. Before his Honor, Fred. D. King 


Judge, and a Jury. 
East Louisiana R. R. Co. 


Appearances: 


Col. F. J. Collins, for the Plaintiff. 
Robert Simrall, for the defendant. 


Friday, February 5, 1897. 


Be it Remembered, That on the trial of this cause, In 
this term, the plaintiff offered in evidence as follows, that 
is to say: 


Abe Keys, called on behalf of the rlaintiff, being duly 
sworn, testified as follows: | 


Direct Examination by Col. Collins: 


Q. How old are you? A. I don’t know exactly how old 
I am. 
Q. About how old? 


Mr. Simrall: 
We will admit that he is of lawful age. 


Q. Mr. Keys, were you near at the time Mr. Eskridge 
received his injury? A. Yes, sir. 


Q. Where were you? A. I was right over in the corn- 
field, right in front of the crossing. 


Q. How far were you from the fence? A. Well, that 
is about as far as from here to that fence out there to the 
courthouse. 


Q. And right opposite the crossing? <A. Yes, sir. 

Q. Did you see Mr. Eskridge as he was coming from 
Covington that morning? A. Yes, sir. 

Q. How many horses did he have with him? A. He 
had four. 

@. How did he have them together? A. He was on 
his saddle horse driving the other two before, one by his 
saddle horse. 
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Q. A horse on the right of the saddle horse? A. 
Yes, sir. 

Q. Was Mr. Perkins there? A. Yes, sir; he was in 
the same field I was, shocking corn. 


Q. Do you know whether Mr. Eskridge stopped and 
talked with Mr. Perkins any there that morning? A. Yes 
sir; I seen him talking to him. 


Q. State whether he had stopped when he was talk- 
ing to him. A. Yes, sir; he was stopped. 


Q. Where was he, this or the other side of the cross- 
ing? A. No, sir; he was right there, side of the cornfield 
fence, in the pike. 


Q. Was he just in the pike opposite? 
Objected to as leading. 
The Court: 


Just state where Mr. Eskridge was—in what part of 
the road he was. A. In the pike. 


The Court: 


What part of the pike? A. Well, he was on the right 
from here, next to the cornfield. 


Col. Collins: 


State whether or not, now, he was beyond where Mr. 
Eskridge was or this side of where he was. 


The Court: 
We were talking about Mr. Eskridge. 


Col. Collins: 
Mr. Perkins. A. He was right agin the fence, right 
in the cornfield, right side of the fence, talking to him. 


Q. Did you notice when he started to go across the 
crossing? <A. I never noticed when he started; I had my 
head down, and directly I looked up—it wasn’t but a few 
minutes—I looked up and saw him trying to draw his 
horses off the track. 


Q. Where was the railroad train then? A. Well, 
about the time he got his horses off I seen the train coming 
right along and it just went right past, and nobody couldn’t 
have time to see anything when it went past; it was going 
in a hurry. 
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Q. Did they stop and come back? A. No, sir. 


Q. What have you to say as to whether that train 
whistled or rang its bell before it reached that crossing? 
A. I never heard it whistle, and never heard the bell ring. 


Q. Could you see the railroad track from where you 


were? A. Oh, yes, sir; I could see the crossing from where 
I was. 


Q. But the railroad track north of the crossing? A. 
No, sir; I couldn’t see that at all. 


Q. How did you discover that the train was coming? 
A. I seen the smoke from it right through there at the 
cow-gap. 


Q. But you say you heard no whistle? A. No, sir. 


Q. Or any ringing of the bell? A. No, sir. 


Q. Now you got there after he was hurt, did you? 
A. Yes, sir. 


Q. Did you see him fall? A. Well, I seen the horse 
rear up and he fell and he was down. 


Q. Which horse rear up? A. The one he was on. 


Q. Where were the horses when you got there? A. 
Right ’side of the track, all tangled up together in the 
gear. 


Q. Where was he? A. Laying right on the side of 
the track. 


Q. What was the matter with him? A. Well, he said 
his leg was mashed, but I never looked at his leg; he was 
laying on it, and I raised him up and held him there until 
Miss Huldah came. 


Q. How long were you there until she came? A. She 
came mighty quick, Mr. Perkins went to the house. 

Q. Who else came after that? A. I left her with 
him. Mr. Bishop came along in a wagon drawing some 
tobacco, and I motioned to him to come over there, but 
Miss Huldah was there by that time, and when he got there 
then I commenced ungearing the horses. 

Q. Then you took charge of the horses? A. Yes, sir; 
took them to the stable. 

Q. Where did they take him from there? A. Up to 
Mr. Conrad’s. 
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